Manage My Case mDHHS

The Job Aid explains how clients can use Ml Bridges to manage
' their current  Michigan Department of Health and Human
Services (MDHHS) case. Ml Bridges Commun ity Partners and
I MDHHS staff can use the information in this Job Aid to assist
clients using MI Bridges to view benefit information, report

changes, renew benefits, and share documents  with MDHHS .
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Important Information

With MI Bridges, there are many enhanced features clients can use to manage their case. MDHHS

staff and community partners may find it helpful to encourage clients to use these self -service

features instead of visiting an MDHHS office to answer questions. If a client has an active case with

MDHHS, they are still able to use Ml Bridges to report changes, submit redeterminations, view

case information, view letters se nt from MDHHS, and share documents with MDHHS. This

supports MDHHSAs goal -©odr piroeitdo mlgs moo ei-soffiekrdyase a ¢
and reduce dependency on an MDHHS caseworker to learn case information.

Note: In order to use MI Bridges to manage their MDHHS case, a client must complete the ID
proofing process.
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View Benefits

Clients with existing cases can view helpful benefit information by program. Clients will be able to

find answers to their benefits questions directly in Ml Bridges anytime . Clients can view benefit
information on their Healthcare Coverage , Food Assistance Program (FAP), Cash Assistance (Family
Independence Program (FIP) (This includes: Refugee Cash Assistance (RCA) and Temporary
Assistance for Needy Families (TANF), Child Development and Care (CDC),and State Emergency
Relief (SER)

Tip: Clients can consent to share their benefit with their Navigator. Navigation partners
Q can access the exact same information as is available to the client.

1. Click View My Benefits under | want to... The View Benefits page displays.
9 Clients can also click [Menu] , then My Benefitsto begin the process.
2. Review the program information available on the  View Benefits page. Only information
about current open programs displays on the page.
1 The exception is Healthcare Coverage. Health Coverage benefits display for the
entire month they become inactive.

is currently receiving that program. Click the question mark icon next to any field to view

Q Tip: Answers to common guestions about each benefit program is available if the client
helpful information describing that field.

3. Inthe Healthcare Coverage section, click the = icon next to the househol
name under to additional information. The  Health Plan pop-up displays.
1 The HealthPlanpop-up di spl ays information such as the
phone number, health care plan, and ded uctible. This pop -up also contains a link to
the myHealthPortal.

Tip: The myHealthPortal is available to current members enrolled in Medicaid, Healthy
Mi chigan Pl an, and Chil dr enAs S pPersonsadentiflecas |
responsible for the care of these members may also utilize these applications.

@ Clients can use the myHealthPortal ta

Print or order a new c opy of the my Health Card

View and update or terminate otheri nsurance

View the services that are covered by their plan

View Children Special Healthcare Services ( CSHCS qualifying d iagnosis and
authorized p roviders

< << <
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Case

V View and download immunization r ecords
V View cost share i nformation

4. Click [Print] to printa PDF copy of the benefits, if needed.

Examples of information they can view include renewal dates, benefit amounts, the date benefits

wi || be

available on the clientAs Bridge card,
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Franklin Li’s Benefits

@ Print

View Benefits View Letters

Q Healthcare Coverage

PARTICIPANT BENEFICIARY ID COVERAGE RENEWAL DUE DATE

Franklin (5 12345678 Emergency Services Only (ESO) 3/30/2018

Medicare Savings Program®

Kim & 12345678 Limited 3/30/2018

@ Food Assistance Program (FAP)

PARTICIPANTS PAYMENT AMOUNT NEXT PAYMENT RENEWAL DUE DATE

Franklin, Kim, Sam Show All $500 3/22/2017 3/30/2018

Cash Assistance

PARTICIPANTS PAYMENT AMOUNT NEXT PAYMENT® REDETERMINATION DUE DATE ®

Franklin, Kim, Sam $500 3/22/2018 5/30/2018

Note: All amounts are twice per month.

@ child Development & Care (CDC)

CHILD'S NAME PROVIDER(S) HOURS COVERED (® YOUR PORTION @ REDETERMINATION DUE DATE @

Rainbow Childcare

Kim 80 Hours
Happy DaySchool

$100 3/30/2018
Sam Rainbow Childcare 80 Hours

Note: All amounts are per 2 weeks.

6 State Emergency Relief (SER)

PROVIDER TYPE OF SER YOUR PAYMENT MDHHS PAYMENT TOTAL BENEFIT PERIOD

Energy Services - Electrical
Consumers aqy $20 $150 $170 3/30/2017-

4/29/2017

DTE Utility Services - Water or Sewage $15 $90 $105

View Letters

Clients can view letters sent from MDHHS for the previous 12 months. If a clie  nt requests a copy
of a notice, they can easily find and print it from their Ml Bridges account.
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Letters are available in Ml Bridges the evening the caseworker sends the letter to be printed and
mailed. Clients can also opt -in to receive text or email notifications when a new letter is available
sent from MDHHS and available in Ml Bridges . Because letters are available as soon as they are
sent to print, clients may be able to view correspondence sent from MDHHS before it arrives in

the mail .

Tip: Clients can consent to share their Letters with their Navigator. Navigation partners
Q can access the exact same information as is available to the client.

1. Click View My Benefits under | want to... The View Benefits page displays. Click View
Letters at the top of the page. The View Letters page displays.
9 Clients can also click [Menu] , then My Benefitsto begin the process.
2. Review the information available on the View Letters page. Clients can view letters sent
from MDHHS for the previous 12 months.
3. Click ¥ to view an exact copy of the letter sent to the client, including any comments
recorded by the MDHHS caseworker.

M Bridges N ? @ yndaLee v

Lynda Lee's Benefits

View Benefits View Letters

Letters Your letters will remain here for 1 year

LETTER (TITLE/ #)

B I:lo:::eﬁof Missed Appointment Lynda Lee 1/2/2018 >

B Redetermination 12/4/2017 @

DHS-1010

1t's time for your program review. Lynda Lee

n Be-assignmenl Letter Lynda Lee 3/6/2017 U
DHS-0193

most commonly sent letters. If this field is blank, this is not an error, it means there is no

Q Tip: In the Description field, MDHHS has provided plain language descriptions for the 50
text for this document
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Report Changes

Client can use MI Bridges to report changes to their existing case.

1. Click Report Changes under | wantto... The Report Changes page displays.
i Clients can also click [Menu] , then Report Changesto begin the process.
2. Clients are provided with an easy to u nderstand topic selection to choose what changes to

Report. Select the categories for the changes to report, then click
for the first topic displays.

transition page

[Continue]. The

1 Clients can select more than one change to report at a time.

Tip: Examples of common types of changes are listed below each category

MI Bridges

n Tamara Davis v

Tamara Davis’s Report Changes

submitting.

Contact Information

l Phone or Email
B Address

Pregnancy

New Pregnancy
No Longer Pregnant

Q

Income & Employment

% Employment
Self Employment
Additional Income

Community Service

R “This is for FAP Time
Limited participants only

&

What changes would you like to report? You can select more than one.

You can add, change, or remove information related to your household. You will be able to review your changes before

Household Members
Add Individual
Remove Individual

Disability
Add Disability
Remove Disability

Expenses

Housing

Dependent Care

Mental, Dental, Prescriptions

Militarty Status

Active Duty
National Guard/Reserve

. Marital Status

New Marriage
Recent Divorce

Assets

Money & Accounts
SER Vehicles
Property

Medicare
«F . Medicare (Part A, B, C, D),
A incuding premiums

Any Other Changes

Anything else you would like
your caseworker to know

Updated 10/22/2021

Page 6




Manage My Case mDHHS

3. Clients only view pages related to the categories they selected. Similar to the Assistance
Application, each section begins with a transition page.  On this page a progress bar of the
changes displays, along with a summary of the types of changes thatcanb e reported in
this section. Click [Continue]. The What changes would you like to report page displays.

% Income & Employment

What changes would you like to report? You can select more than one.

Add New Income
Includes jobs and other income sources

Change Current Income
Includes change in hours, amount, etc.

Remove Income
Includes a job or income ending, etc.

4. Select if you would like to Add new information to the case, change current information on
the case, or remove current information on the case. Click  [Continue]. The page that
displays varies depending on if the client selected to add, change, or remove information.

5. 4f a client chooses toY

1 Add new information: A blank details page displays where the client can record new
information. The fields on the page will be similar to the type of information
requested when applying for benefits.

1 Change current information: A page displays with a summary of current information

on the clientAs MDHHS case. Select the recor
1 Remove information: A page d isplays with a summary of current information on the
client As MDHHS case. Select the record to rei
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6.

ﬂ Income & Employment

Which income would you like to change? You can select more than one.
Ryan Bleau (42)

Employment - US Military

Karri Dennis (32)

Employment - Army Reserves
Employment - Ucellos

Dominik Dennis (5)

Additional Income - Child Support

Click [Continue]. If a client chooses to change current information, or remove current case
information a page displays with the current record.

Add any information to the page to report the change. Click  [Continue].

Continue through each section to report all the changes.  After all sections are complete,
the Review Changes page displays.

Review Changes

Review & Submit

Next, You will be able to review and edit your reported changes before submitting.

10.

Click [Continue]. The Review Changes Details page displays. A summary of the reported
changes displays by topic. Clients can select [Edit] to edit any information, or [Remove] to
remove an incorrect record.

Carefully review the reported changes for accuracy. Click [Submit]. The Your changes have
been submitted page displays. On this page clients can view a PDF of their report changes,

or easily navigate to Upload Documents to submit verifications of the change to MDHHS.
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Your changes have been submitted!

Your reported changes have been successfully submitted to MDHHS. You can see a copy of your changes below and save or print it for your records. You can also
access these reported changes from your MI Bridges account.

View Report Changes PDF

Because you reported a change in Income & Employment, you may want to upload one of the documents below. We usually need proof like this for an income
change:

e Check Stubs or Earnings Statement

e  Employer Statement

e Self Employmnet Income and Expense Statement

« Verification of Employment

Don't worry if you are not sure what to upload, we will send you a letter if we need proof for your changes. If MDHHS asks for verification(s), you will need to
upload them through MI Bridges, mail or fax to MDHHS, or bring them to a MDHHS office.

Upload Documents
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Upload Documents

Clients can easily access MI Bridges from their mobile dev ice to upload documents and
verifications . This means that when MDHHS requests a verification, the customer can take a
picture and share it with MDHHS by uploading the picture to their MI Bridges account.  When
MDHHS sends a verification request to a client, the Upload Documents section in Ml Bridges
allows the client to share the specific document requested.

1. Click Upload Documents under | want to... The Upload Documents page displays.

9 Clients can also click [Menu] , then Upload Documentsto begin the process.

2. Clients can use this page to share documents with their MDHHS caseworker. If their
caseworker has sent the client a list of requested documents (also called a Verification
Checklist), these documents display in the Documents Needed section.

9 If as client consents to sharing their benefits with  a navigation partner , the partner
will be able to view the documents MDHHS has requested from a client.

9 Clients can also upload documents to their case at any time by clicking [Upload Other
Document]. This op tion is helpful if a client recently submitted an application,
redetermination, or change and has not yet received a list of requested documents
from their caseworker but has documents they wish to provide to MDHHS.

3. To upload a document requested from MD HHS, click on the [Document Type]. To upload
any document, click [Upload Other Document].

MI Bridges ? QO @ Frankin Li

Upload Documents

Upload Documents View Documents

To attach a document to your case, click Upload Document. Documents will move to the View Documents tab after a successful
upload. Note: There may be more actions required to complete your application.

Documents Needed 3 Documents What type of document is it?
Earned Income
ﬁ Due Date 10/02/2017
Individual ~ Franklin Li
Description Earned Income Payment

Mote: Before submitting, please make sure the entire document is in the
frame and the image is not blurry.

Property Tax Records No Documents Selected
@ DueDate  10/02/2017

~ Individual Franklin Li
Description  Updated Self Employment Income at Redetermination

Heat Expense

Due Date 10/02/2017
Individual Franklin Li Choose Document(s)

Description Updated Self Employment Income at Redetermination

Upload Other Document T,

4. Select the document type from the What type of document is it? drop -down list.
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5. Click [Choose Document] to choose an existing document. Clients can upload any file that
is a png, jpg, jpegy, tif, or pdf file formats. Clients can upload up to 4.5 MB of data at one

time.

Tip: If a client is using a mobile phone or tablet with a camera to manage their case, they
can use their camera phone t o take a pict ure of the document and upload to their

MDHHS case. On a mobile device:
9 Clients can click [Choose a Photo], to open their photo library and choose a

photo of the document.
9 Clients can click [Take a Photo], to open their camera to take a phot 0 of the

document.

What type of document is it?

Landiord Statement v

'°'||
Take a Photo Choose a Photo

Note: Before submitting, please make
sure the entire document is in the frame
and the image is not blurry.

No Documents Selected

&

6. If aclientis using Chrome or Edge, a p review of the files display.
1 The preview option is available for png, jpg, jpeg, and tif files. Pdf files are not able

to be previewed .

Tip: Clients can remove a document that they have chosen to upload by clicking the red
@ [X] next to the document. Clients can also add another document by clicking the blue +

sign.

7. Click [Upload Documents]. A pop-up window displays which shows the progress of the
upload. An Upload Successfullmessage displays when the document is upload. Click [Okay].
The documents are now available in the View Documents section.
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View Documents

Clients can view documents they have previously submitted to MDHHS.

1. Click Upload Documents under | want to... The Upload Documents page displays. Click
View Documents at the top of the page. The View Documents page displays.
9 Clients can also click [Menu] , then Upload Documents to begin the process
2. Click the Document Title to view details about the document.  Clients can view documents
they have upload during the previous 12 months . Clients can view a short description of
the document type, the date it was uploaded , the individual it pertains to, the processed
date, and the programs for which that document was requested.

Tip: The Processed Date displays as pending until it is processed by MDHHS. This
message will change to a date once an MDHHS caseworker has viewed the document
Q and marked the Verification Checklist as compl ete in the system they use to process
applications/cases. Documents submitted as Other Documents will  never show a
processed date .

3. Click [Download Document]  to download that was previously uploaded. This can be
helpful if a client no longer has a docum ent and needs to access it.

M Bridges ? L Q) O @ Fankinli

Upload Documents

Upload Documents View Documents

Select a document you previously uploaded to view it. Documents will stay on the list until processed by your caseworker.

Documents 3 Documents

Document Individual Uploaded Date Processed Date Tracking Number
#123456789

g Eemed income Franklin Li 11/02/2017 Pending
Eamed Income Payment Description
Earned Income Payment
2 Proof of plt\zenshlpflmmlgrallun Franklin Li 10/02/2017 v 10/02/2017
Proof of Citizenship/immigration
Document Type
. Account Statement
Empl it -
ﬁ mploymen Services Franklin Li 10/02/2017 v 10/02/2017
Proof of Employment and Training Individual

Franklin Li

Uploaded Date
11/02/2017

Processed Date
Pending

Programs
FAP, MA

Download Document 1 4

Download Document 2 4,
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Renew Benefits

Clients can receive notifications when their redeterminations are due and submit their renewals
through MI Bridges. If a client consents, their navigator can also view program renewal dates using
the View Benefits feature. Clients will also continue to receive redetermination packets via postal
mail. Clients can have one In ProgressRedetermination at a time. A client can stop and return to
complete the renewal at a later date. If a client has an In Progressrenewal and clicks [Renew
Benefits] , the Resume Previous Renewal ? pop -up displays. The client can choose to continue the
In Progressredetermina tion or start over.

Resume Previous Renewal?
Looks like you have already begun your renewal or redetermination process (last updated 02/07/2018). You were renewing:
@ Healthcare Coverage

Would you like to continue where you left off or start over? If you choose to start over, you will lose all your previous work.

Start Over Continue Previous Renewal

1. After the redetermination packet (e.g. forms 1010, 1046, 2240, and 035) is mailed to the client
from MDHHS, [Renew Benefits] di spl ays on t he cdlidk@®enew\Benefiishshboar d
The Renew My Benefits page displays.
f TheRenewBenefits options disappears from the cl
the Redetermination Due Date.
9 The renewal

Note: The below message also displays on the View Benefits page. Click [Renew my Benefits].
The Renew My Benefits page displays.
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